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Note :  Answers may be written either in English or in

Hindi; but the same medium should be used

throughout the paper.
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Attempt any two questions from Part - 1
and five questions from Part - Il including

Question No. 10 which is compulsory.
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Part-1
AT -1

Define communication and explain its importance. 10
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Explain downward communication, also explain its

importance. 10
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Explain the importance of Clarity and completeness in

communication, 10
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Part - 11
q -1
You have seen an advertisement in the newspaper for the

post of office manager in a company selling computers.
Write an application for the same. 10
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Draft a circular letter announcing the retirement of a

partner of your firm. 10
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A customer had ordered to your company for purchase of
50 calculators of ORPAT company which presently you
do not have, therefore write a letter to your customer

requesting him to give more time for the delivery. 10
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Write letter to bank manager for stop payment of a cheque

which you lost somewhere. 10
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Write a reminder to your customer to pay the amount
which has not paid you for a long time. Offer him to pay
in three installments if he can not pay the fall amount in
one go. 10
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9. Explain the different parts of a business letter. 10
SRS 73 % fafte st & =men fifm)
10. Write notes on any five. 15

(1) Circular letters
(2) E-mail
(3) Bearer cheque
(4) Railway receipt
(5) PAN
(6) Speed post
(7) Indent form in business letters
(8) Demand draft.
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